SECRETARY O DRUDGET AND MAMAGEMINT
SATIARY'OOTORTTHNR AND PROCEDIIRE

NURSING HIRING BONUSLES
Biieoaliee May 1, 2000
T. Purpose:

Phers will be two bonuses available to enhance agency
efforts in the hiring of new gualified nursing employess to
fi1il wasaneicg in non-temporeary postt bang:
i} Sign~0n 2onus, and
(21 Regrulitment buuus_
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ate agencies for current nursing emplo
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ITI. Funding:

funding for these nursing hiring honuses must be pald from
aurrent appropriastions.  Hoe additional funds have boen
budgeted for this purpose.

Agencies are expscted to maintain adeguate recoerds for al
P padd,  Regords of boenuuseo pald shall inclade
doﬁum&ntatlcn wi the recruiting process including a copy of
any advertisement for the positicn, the eligible iist coded
for the soleation, and orhor infarmation vacd in making the
decvisivil Lo awdid a bOlus. Agsncy Jecords will be subjes
o audit by the Department of Budget andd Managemsant.

IV, S5ign-On Beonus:
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3. in a aclassification Tisted in Appendix A of
document .
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Thay sibgne-on bhoonug doos nal apply bo:

1. current non temporary State emplovees {including
rhous o indopendent porsonnel usystemz) who ave
filling a wavancy as a transter, vsassigrment,
promotion, or demotion;

Z. Temparary (contractnal or owmoraonny; onmployees;

3. vurrent Leaporary ewployees who are Lililng a non-
temporary vacancy asg interim apoointment or
contractual sonverainsn sranstfer: ar

1, a position in ths Execetive Pay ri

Aol pari ioipal ing o thin botes prograas are oneouraged

to identify excluded positions/smplovess as deiined abovs
nd advise hiring managers in advance, so that no sign-on
pongys iz inappropristely offezod.

Amount of the Honus: Management, with the approval of the
appointing authority, shall set the amount aof t

shgn~un bonuys, b slgn-on bunum shaldd pel eoxeocd o maximog
amount of $3,000., in dete ng the amcunt ¢f the sigh-on
bongg, management may conaider the type of skil
Porr B et D R el Dher etchuina o on sl e
emploves,
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Payment of the Bonus: The sign-on bonus shall be pald in
two lump sums. Lach lump sum shall zepresent fifty percent
of the agreed upon amount as approved by the sppoeinting
anthority. The firat lump sum shal® be pald o the naw
gmployee upon completion of their Eirst ninety (80} days of
satisiactory State service. The second lump sunm shall

paid to the new emplayes upon completion of th 28 s
o omonl sabisfachory Staty serv.ocea. Tha sign-on Boons

will only be pald to State employeses who are in an active
enpsLoyinent sraton wird
payment s due. LE the employes fransfers Lo a4 different
agensy or leaves Stabte ssrvice defore payment of the sign-on
bBroanass is die, Pl sapioyos farfoiis Lhe bonus,

e momo anenoy al o thes § i the

Note: The sign-on honus will affect the regular
rate of pay for bhe purposes of caoloculohd
overtimse for FLSA non-sxenpt employees during the
six month period over which the bonus is paid., &




naw hourly rate mugt be calculated te include che
Pl l o amoanl of SDhe bonus. The ditierenoe helweoen
the recalculated rate and the normal base rate
must be applied to any overtims worked during the
s monl b opoiriond prooedicg paymenl el Lhe el

installment of the bonus.

v. Recruitment Bonus:

beyer o 3 Dy stenf aasdond

Soppe: With ho owonpl
described below, the recruitment bonus may ke sarned by any
active, non tenporary State employes who refers and
raspreamnsneds A e L Tud o s oy smsloves wbo b Dotekd by
chair department or agency., A gualified nursing smolovee is
defined in the zign-on bonus sectipn of this guideline.

Fungrloyons

The recruitment bonus does not apply Lo
; I Pmﬁiwy“r" nursing managers and

fparaprofessicnal recruiters within the

nnel office) who mre responsible for, or

a7 i fqpd

vonaey s A ey Bebr b praesnyg of

nursz=, e loyess

2. any emplovee in Lhe Executive Pay Plan;
Fooa lomporary (ool racd pal or omecgeniy ) oinp boyoe;
4. current temporary smplovees whe are filling a non-

temporary vasancy as intsrim sppointment or
contractual oenvarsion Trancfor: or

e Lite pecruiiment 0l currenl Slale employess, Liausiel
Cr promotions.

Ageraiieag perlicipal Tog in Lhils bonus program are sinaoueaged
to identify excliuded employses as defined above and advise
rhem in advange of thelr ineligiblility to receive

evrgervad Lnsganel Ereys

Anmgunt ol bhe Bonas: Managsment with the approval of the
appeinting authority shall set the amount of the aciual,
recrinitment honun. Tho roacrinirtmont bhonus shall not axoond a

maslmum emounk ol $1, 000 per recrullment.

Dayment of the Boanuszs: The recriliment honus shall be paid
i Bwo Lump sums, Hach lump sun shall reprssent Iifty




parcent ¢f the agreed upoen amount as approved by the
appointing authority. The first lump sum shall bes paidé o
phe Stabp mmplovee For Thoir recruit when the new smployee
vompletes the First ninety (80} days sarisfacbory Stale

service, The second lump sum shall be pald zo the Statse
pmpiaye: fop bhede rocenit whon the noew omployeos completes

1

he first © months of satislactory Sitate servics.
ruitment ponus will only be paid to ftate employess who

VET ]Il Gt ozl iV(’ ﬁ!il.l!;“!(!\’r," 1 ol s \.“Ili |}1l2 BRRFEHILY RO T (13
the time the payment is due-. If the ﬁmploy@e transisrs To a
diffsrent agency or leaves 3tate service befors payment of

the raoraitmens honua s due, the rearnitment bonis i3
torlelied,

Hote: The yeoruitment bonus will affect the

41 rabw of pay lor Lhe purposes ol
saloulating overtime for FL3A non-axempl enployees
during the six month period aver which the
15 paid, A new hcuer rate mush e recaloulats
and any cvertime pay adjusted as described under
thn aign=on bhonus.

VI. Payroll Procedurasn:

1. Payment of boeth bonuses shall be made under che

Lianeous isdjugbments nal ‘_i?_l?}i(_‘i's\ oy v froment

jory on the kxception Time Heport (BEIR).

gmocnl af tho boneg oshal b e indivalod on

s
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the ¢pﬁb;ﬁtirg auntho rL\y, Hote: this form shall be used

ro omake borh lomn s pavment ans and Luamn |/um o payment

Lwoy, N blanh fvrm fuvr your use iy abiavbhedy,  Pleawsu tahkoe

as many coples as nesessary.

3. Uhs originadl amd one aopy ol Lhs compleled Nuoosing Banuy
form shall be submitted to the Jentral Fayrell Dureau

with the ETR sffecting pavment »f the lump sum bonuas.

Note: Agencies should use Ccare in paying oonuses. Unce paid
the bonus may not bz rescinded.



Yil. Exanples:

Samples of ocomplolod Narsing Bonuws formd are attoched for
varigous scenarivs;

pre Lhe Dirst lumn
bonus.

il ralos

Sarmgs i
sum payment is made for

Py owhierr e Phae oseworel Tomg s

vy the recruitment ponus.

Bample 72 ia Lhe sow

payment 15 made Loy ond

i)

Samnle #3% demonatrrares The sirnarion whers roe firvar lump
sl payient ls made for bolh bunuses.

vII. Auathority

Btate Dersonnel ang Penusionz Artino

Uode of Maryviand Regulations 17.04.02.03



Apzlil
ARDERDTX A

SIGHR-CGN BORUS
GUALLFYING CLARSIPIOATIONS

Clinical Hurse Bpecial:
Clinical NMuzse Spesialist, Mediczal/Fsvehiatric/Perkins

Community Health Murse L7111, Buperviscr, Progrsm Supervisor and Frogran
Community Health Nurso, Puychiolrie
Gealth Facility Surveyor Nurse [/II

Home Health burse and supervisor
ticenaed Practiozl Nurse T/1T/7977 and 17, Advanced and Lead
Modical Services Reviewing Hurss I/IT and Supsrvisor

Wursie Proaol iLigeec/Midwiio T/777 and Seper visor

Nuraing Education Supervisor and Nuraing B Supervigor, Perkins
Bursing Instructor and Nursing Instructor, Perkins

Hursing Consultant/Administrator 1/1L/3EL7LV

Muraing Technician

Jurze Perkins

Dy

Registered Nurss and Reglstered
Hegistared Nursse Uhavge, Uharge Medical, Chavge Psychiatiie, Yerkins
Regiztered Nurzs Manager, Manager Medical, Manager [sychiatrics, Perkins

Registered Burse Quality Improvement Medical/Fsychiatric

jistered Wuarse %u@erv*ﬁﬁr antd Regist
Medical/rsychiatric/Perking

erad Nurse Supervisor

Feowpitrabury Coare Nuaesoe

Ayl



Nurse Hiring Bonus Examples

SAMPLE # 1

NURSING HIRING BONUS

¥ rirver Lump Sum Payment

- Second Lump Sum Payment

A, SIGN~-ON Bonus

Alice K. Smith

Agency Budget Code

Registered Nurse

New Employee’s Name

Qualifying Nursing Classification

999-66-2222 712345

New Employee’s Social Becurity Number PIN

$3,000.00 $1,500.00

Total Amount of Bonus Amount of this Lump Suwm Payment
5/1/99 7/30/99

Date of Appointment

. RECRUITMENT Bonus

.

¥,

B
™

ST oE Payment

g

New Reéxqi&;j\fame

Qualifying Nursing Clasgsification

New Recruit’'s P

Date of Appointment

Is the new recruit stiil an active State employee (circle)
b

RN

Yes / Ho

Lmp.lcoyee’'s Name

™

Employee’s Social Security Number

Total Amount of Bonus

http://www dhmhbe state. md us/ohr/recruitrecex/nurhexmp.htm

. s
Date of Payment T

8/17/2007



Nurse Hiring Bonus Examples

NURSING HIRING BONUS SAMPLE #

J First Lump Sum Payment

W second Lump Sum Payment 32 0.0z
Agency Budgel Code

i S5IGHN-0N Bonus

B ™

. \\"“&_ i
New Bmployeé+ts Name Qualifying Nursing Classification
""‘»\“\\
N
New Buplovee's Socgial Seﬁmxiﬁngg?ber SIN
‘Total Amount of Bonus Amount of %ﬁ%ww&gpp Sum Pavment
T RS b ¥ \“*\,‘ .

Date of Appointment Date of Paywent ™~
D.RECRUITMENT Bonus

Martha B, Thomes Registered Nurse
New Recruit’s Name Qualifying Nursing Classification

702225 572799

New Rec¢ruit’s PIN Date of Appointment

Ta the new recruit still an active State enmplaoyee ﬁgércle}

€3/ wo

Carel Pointer
Employee’s Name

777-55-1212 2083504
Employee’s Social Security Number PIN -
$1,000.00 $500.00
Total Amount of Bonus Amount of this Lump Sum Payment
11/2/99

Jate of Payment

http//www . dhmb.state. md us/ohr/recruit/recex/murhexmp. htm 8/17/2007



Nurse Hiring Bonus Examples

SAMPLE & 3
NURSING HIRING BONUS
@ First Lump Sum Payment
] Second Lump Sum Payment | 32.01.02
Aggency Budget Code
E.SIGN-ON Bonus
______ ~ Marilyn A. Reed Community Health Nurse, Psychiatric
New Employee’s Name Quallfying Nursing Classification
588-55.2424 o 821908
New Employee’s Social Security Number PIN
$2.,000.00 $1,000.00
Total Amount of Bonus Amount of this Lump Sy Payment
) 5/3/98 _B/1/98
Date of Appointment Date of Payment
F.RECRUITHERT Bonus
B SAME AS ABOVE
X New Recruit’'s Name Qualifying Nursing Classification
New Recruit’s PIN Date of Appointment

Is the new regdruil still an active State employee [circle)

Yes [/ No
Keaneth Boyd
Employee’s Name
555-77-5151 809272
Eumployee’s Social Seacurity Number PIN
$1,000.00 350000
Total Amount of Bonus Amount of this Lump Sum Payment
8/1/98

Date of Payment

http:/fwww.dhmh.state md.us/ohr/recruit/recex/murhexmp . htm 8/17/2007



Nurse Hiring Bonus Examples

NURSING HIRING BONUS

J First Lamp Sum Paymant
d second Lump Sum Payment

Agency Budget Code

G, S8IGN-ON Bonus

‘New Employee’s Name Quallfying Nursing Classification
New Employee’s Sccial Security Numbex | PIN

Toral Amount of Bonus Amount of this Lump Sum Payment
Date of Appointment Date cf Payment

H.RECRUITHMENT Bonus

New Recruit‘s FIN Date of Appointment

Is the new recruit still an active State employee {(circle)

Yas / No
Employee’s Name
Bmployee' @ Social Security Number . PIN
“Total Amount of Bonus Amount of this Lump Sum Payment

Date ol Payment

hitp/fwww.dhmh state. md.us/ohr/recruit/recex/nurhexmp. htm 811772007



